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Terminology

The following terms are used throughout the application and throughout this User
Guide.

Administrator (Admin): An individual or individuals assigned and responsible for
running an agency or organization also known as: Administrator, Billing Agent,
Scheduler, Human Resources, Office Manager, Agency Owner, Service Broker/Case
Manager, Fiscal Agent.

Caregiver: An individual providing services/care is also known as: Live-in Service
Provider, Rendering Provider, Billing Provider, Home Health Aide,
Adult Daycare Provider, Provider, Community Mental Health Provider, Agency
Providers, PDS Employee, Independent Provider, Service Provider, Participant
Directed Service Provider, Personal Care Provider, Group Home Provider, Direct Care
Worker, Direct Service Provider, Non-Agency Provider.

Healthcare Common Procedure Coding System (HCPCS codes): HCPCS is a standardized
healthcare coding system that is used primarily to identify services provided also
known as: Service Description, Billing Codes, Procedure Codes, Revenue Codes. (See
also Service Codes).

Modifier: (Supplement to the HCPCS Codes/Service Codes) Two digits used for billing to
provide extra details (when applicable) concerning a service/care provided by a
Caregiver. Not all service codes have modifiers.

Agency: A business established to provide a service and employs individuals to render
care also known as: Traditional Home Health Agency, Fiscal Management Agency
(FMA), Provider Agency, Billing Provider.

Payer: Payer refers to the health plan or organization that provides payment to the
Caregiver or Agency for the services that are provided to its Recipients by its
Caregivers.

Prior Authorization/Service Authorization: Health plans authorize care for a Recipient
for a specified period, for a specified unit (time increment for a service code) or for a
specified number of visits.

Recipient: An individual receiving services/care is also known as: Client, Participant,
Individual, Family Member (child, parent, spouse, etc.) PDS Employer, Beneficiary
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Schedule: A schedule includes one or multiple visits that are most often planned by
Administrators for Caregivers to provide services to Recipients. Caregivers may need

to schedule a visit — when service is required on a weekend, for example, when an
administrator is not available.

Service/Service Code: Service Codes (see also HCPCS codes) are used to define the type
of service being rendered and the amount of time allotted for that service (unit).
Service codes may include a series of tasks. For example, Unskilled Respite Care may
include tasks like Cleaning or Grooming. Some, but not all service codes, may have
modifiers that reflect multiple Recipients, same day, or time of day of visit.

Visit: A scheduled date, time, and place for a Caregiver to provide services to a Recipient
and the services to be provided.
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Getting Started

You are here: Mobile Caregiver+ Claims > Getting Started

Click a topic below:

Logging In
Viewing the Dashboard

Viewing the Main Menu

About Claims Processing

About Visits

About the Work List

About Claim Review

About Prior Authorizations

About Reports

Logging Out
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Logging In

You are here: Mobile Caregiver+ Claims > Getting Started > Logging In

Note: Be sure pop-up blockers are turned off before logging in.

You can access the Mobile Caregiver+ Console using any web browser.
1. Type https://4tellus.com/resources in the address bar of your browser.

€ 5 C @ Htelluscom * om @ :

i Apps @ Most Popular Book... Other bookmarks

LOGIN TELLUS EW

MY DASHBOARD

@TELLUS SOLUTIONS v ABOUTUS v NEWS&EVENTS v RESOURCES v

Naw part of Netsmart

'TELLUS

obile Solutions for Home Health and Long-Term

Care that improve care delivery, drive efficiency,
speed reimbursement and cut costs.

CONTACT US

javascriptvoidi0)


https://4tellus.com/

g Mobile Caregiver+

2. Click LOGIN in the upper right-hand corner and select MY DASHBOARD.

The Mobile Caregiver+ Login dialog box opens.

g Mobile Caregiver+

Warning! This application provides access to HIPAA Protected Health

Information (PHI). Unauthorized access to or improper use of PHI may
subject you to criminal prosecution and/or civil penalties.

Usemame *

Password *

Forgot Password

3. Enter your Username and Password.

Note: If you forgot your password, click Forgot Password. You will receive an email with
a temporary link that will allow you to log in and change your password.

4. Click Login.

The Mobile Caregiver+ Console opens to the Dashboard view.

Note: If you are new to Netsmart, you will receive an email inviting you to join Mobile
Caregiver+. You have 36 hours to activate your account; after that time the
invitation expires.

If you do not find the email in your inbox, check your junk and spam folders for the
email from the Mobile Caregiver+ System.



Related Topics

Viewing the Dashboard

Viewing the Main Menu

About Claims Processing

About Visits
About the Work List

9 Mobile Caregiver+

About Claim Review

About Prior Authorizations

About Reports

Logging Out
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Viewing the Dashboard

You are here: Mobile Caregiver+ Claims > Getting Started > Viewing the Dashboard

Note: You must be assigned the User Role “Admin” in order to see the Dashboard.

When you log in, the first page you will see is the Dashboard where you can see a
summary of visits, your inbox, which are primarily used by Administrators and
Caregivers, and claims.

Scroll down to see Claims information. There are three sections: My Claims Work
Queue, Released Claims Pending Submission, and Claims.

e My Claims Work Queue shows a pie chart of new, matched, and unmatched visits in
Work List.

— Hover your cursor over a section of the pie chart to see the actual number of
claims in each section.

— Click the pie chart to go to the Work List.

My Claims Work Queue

Legend

Unmatched . New
24
@ Matched

@ Vnmatehed
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e Scroll further to see Released Claims Pending Submission. Here you will see the total

dollars you can expect to receive for matched visits that have been released for
payment.

— Click the total to go to Claim Review.

Released Claims Pending Submission

SE0EE 3T

10
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The Claims section of the dashboard shows a graph of visits by status according to a
timeline you choose.

— Use the dropdown list at left to select Today, This week, Last week, This month,
Last month, or Custom. If you select Custom, a Choose start date and Choose
end date field will appear; use the dropdown calendar for each to select a date
range, and then click the refresh icon at right.

— Hover your cursor over any point in the graph to see the breakdown of visits by
status.

Refresh Icon

Claims
Choose start date * Choose end date *
Custom ~  01/01/2020 o) 05/05/2020 o] @

2,000

TOTAL AMOUNT

Sun, Feb 9th - 5.
Sun,Mar 1st-§
Sun, Mar 8th -
Sun, Mar 291 - .

Sun, Feo 2nd - 5.
Sun, Fab 16th -
Sun, Feb 23 -
Sun, Mar 15 -
Sun, Mar 22nd - ..

Sun, Jan 19th -

Breakdown of
visits by status

Related Topics

e loggingIn e About Claim Review

e Viewing the Main Menu e About Prior Authorizations
e About Claims Processing e About Reports

e About Visits e Logging Out

About the Work List
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Viewing the Main Menu

You are here: Mobile Caregiver+ Claims > Getting Started > Viewing the Main Menu

Note: You must be assigned the User Role “Admin” in order to see all menu options. If
you are assigned the User Role “Billing” you will only see the Visits, Work List, Claim
Review, and Prior Authorization options.

The Main Menu appears on the top left side of the Mobile Caregiver+ Claims Console.
Click the Main Menu icon — sometimes called the “hamburger icon” —in the upper left
corner to expand the menu and see a description of all options. Click it again to collapse
the Main Menu so that just the icons are visible.

Main Menu Icon

Engish  LoawoodAgency v Bll Provider v €YBrad Phillps v

Dashboard

Schequie
B soe Visit Stalus on 06/25/2021 - 06/25/2021 Inbox a B a ¢ -
vists

THIS WEEK LASTWEEK 2WEEKSAGD [« From: Bradiey Caregiver ;gfg:‘
= Work List To: Brad Phillips.

©  Claim Review
() Prior Authorizations
msseD o
A Repons
iz 2

Users
Erovider LSSTWEEK  2WEEKSAGO c

Ihave completed all of my visis for the day.

Weekly Visits on 06/20/2021 - 06/26/2021
Recipients

Vists

| ---
o

Copyright @ 2021 Netsmart Technologles, Inc. Al rights reserved.

Frivacy Policy

The Main Menu provides access to many different features. The ones you will use for
Claims are listed in the table that follows.
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Menu Iltem Description

Accesses the Console Home page that provides an at-a-glance
Dashboard look at visits and their status, your inbox, and summaries of
claims information.

Allows you to find and transfer a completed visit to the Work List

Visi
Visits if the visit does not appear in the Work List.

Allows you to search and review Completed Visits by Payer to

Work List . )
release for claims processing.

Allows you to view Payer responses to claims and resubmit

Claim Review paid/partially paid claims.

Prior Allows you to search and review Prior Authorizations. You can
Authorizations also add, update, and delete Prior Authorizations.

Reports Allows you to view and print pre-defined or ad-hoc reports.
Logout Logs you out of the Netsmart Console.

Related Topics

e LoggingIn e About Claim Review

e Viewing the Dashboard e About Prior Authorizations
e About Claims Processing e About Reports

e About Visits e Logging Out

e About the Work List

13
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About Claims Processing

You are here: Mobile Caregiver+ Claims Console > Getting Started > About Claims Processing

When a Caregiver or Rendering Provider is scheduled to provide service to a Recipient, it
is based on a Prior Authorization that includes information such as the Recipient’s name
and address, their medical ID number, service codes that identify the services they
need, and other information. The Rendering Provider will use their Netsmart Mobile
Care+ app clock in and then clock out (end the visit), capture the Recipient’s or a family
member’s signature verifying that the service was delivered, and then complete the
visit.

After the visit is complete, information is sent to the Netsmart Claims Processing Portal
where it can be reviewed (pre-adjudicated); it can be released for payment if all
information from the Prior Authorization and visit match. If information does not
match, the claim can be remediated and then released for payment.

There are several reasons visit information may not match:

e Missing Start and/or End Verification, which means the Rendering Provider did not
check in or check out.

e Service duration is less than the minimum allowed by the Payer.

¢ The address where service was provided and address on the scheduled visit do not
match.

e Thereis no Prior Authorization.

e The Prior Authorization number assigned to the visit does not match the actual Prior
Authorization that allows the visit.

When a claim is released, Netsmart transmits it to the Payer who will pay or deny the
claim.

The process described above is illustrated below.

: Provider Tellus Payer
/ Tell re-
Prior Auth Visit Visit Data ellus Pre Remediates or Generates & Adjudicates

Scheduled & Captured by Adjudicates Ralaaase RSN and Pays

Recelved Completed Tellus Claim Cilaim Claim Claim

There are five menu options that you will use for claims processing; they will be
discussed in detail in the sections that follow.

14
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Visits: Allows you to find and transfer a completed visit to the Work List if the visit
does not appear in the Work List.

Work List: allows you to review completed visits to see whether they match Prior
Authorizations and schedule details, and then release them for processing,

Claim Review: allows you to review claims status that have been submitted to the
Payer.

Prior Authorizations: allows you to review authorization listed under one Payer. You
can also add, update, and delete Prior Authorizations.

Reports: allows you to generate hours worked by provider (time log).

' Mobile Caregiver+

B3 Dashboard Dashboard

S
B scheaue Visit Status on 06/25/2021 - 06/25/2021

Visits
THIS WEEK LAST WEEK 2 WEEKS AG(
Work List

Claim Review

Prior Authorizations

Reports

- Users

Weekly Visits on 06/20/2021 - 06/26/2021
22 Recipients

B Provider LAST WEEK 2 WEEKS AGO
[+] Training 5
£ Ssettings

Logout
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Related Topics

Logging In
Viewing the Dashboard

Viewing the Main Menu

About Claims Processing

About Visits

16
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About the Work List

About Claim Review

About Prior Authorizations

About Reports

Logging Out



9 Mobile Caregiver+

About Visits

You are here: Mobile Caregiver+ Claims > Getting Started > About Visits

Visits are scheduled, generally by an Administrator, and completed by Caregivers. See
the Mobile Caregiver+ Administrator User Guide, which is available from the Training
menu option, for complete information on visits.

Once completed, visit information is sent to the Netsmart Claims Processing Portal
where it can be reviewed (pre-adjudicated) and, provided it matches the Prior
Authorization, can be released for payment.

Completed visits appear in the Work List, but occasionally, a visit may need to be
transferred to the Work List from the Visits option. You can read more about how to
find a visit and transfer it in Transferring Visits to the Work List Using the Visits Option.

Related Topics

e loggingIn e About Claim Review

e Viewing the Dashboard e About Prior Authorizations
e Viewing the Main Menu e About Reports

e About Claims Processing e Logging Out

e About the Work List

17
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About the Work List

You are here: Mobile Caregiver+ Claims > Getting Started > About the Work List

Completed visits display on the Work List. There are three statuses for claims:

e New: “New” visits are those that are newly completed but that have not been
through the Netsmart pre-adjudication process, which happens automatically based
on rules set by your organization. “New” claims cannot be released for payment until
they have been through pre-adjudication, in which case, their status will change to
“Matched” or “Unmatched.” Only “Matched” visits can be released for payment.
Generally, you need to take no action on “New” visits.

¢ Matched: “Matched” visits are ready to be released for payment. All information
from the visit matches the Prior Authorization, service codes, Recipient address and
date and time of visit. See Using the Work List for more information on reviewing
billing units (Remediating Visits for Submission to Payer) and Releasing Matched
Visits for Submission to Payer.

e Unmatched: “Unmatched” visits have errors or are missing information. You can click
a visit to see its detail, and to see the errors and edits it needs. See Using the Work
List and Remediating Visits for Submission to Payer for more information.

= 7 Mobile Caregiver+ Englsh  Leawood Agency ¥ Bl Provider > E3Brad Phillps v

Worklist

2§ Dasnvoarn
B schedve STATEWIDE MEDICAID MCO (PAYER FEED)
Woeklist Aechive New Claim
Search Panel -~
B ror aumonzstons Pecpies  Add Rncgort PapericHs) A Payar N Suunies oo St
#¢ Reports Procedurs Select Procedure Code Erter Visi ID & Enter Authorization
Codas Select Visit ID . - Autharization - -
a4 users .
ctal Serics o AciSenics o .
- Start End
22 Recipients
8 s
[ Trining
Search List Rematch  Expodt  Rebass  Achive  ~
£ setings
[ Rowfecpent st tiame. AecpientFrsthome Weskow ©  VstiD ans Procesu Guoesbioss DogrossCode ServeeDaeanaTme  Auboewenlumber  Prerhiame  Couied imoust
5] Legeut
o VIHISKEY THOMAS 96891001 0122104743 UNMATCHED 5150 Fan 62221, 210 M - FLT1 000 a0
o2 JAYNE ELZA 9991002 0169676400 UNMATCHED 55150 - oRs21 WA - FLTY 5000 s
o3 RILEY ROBERT KS123857 2584388275 UNMATCHED 55150 Fan 81721, 302 PM - FLT1 5000 5000
o4 BAKER BILL KSTO0IL 0677712596 UNMATCHED 018 Fam G1E1. 208 FM PAZZTTES FLTT 1200 000
os RILEY ROBERT ~ KSIZMSZ  014B3TH9 UNMATCHED s5150 Fan 1721 AP - FLTY 5000 EL
Privacy Policy Copynght © 2021 Netsmart Technalogies. Inc. All nghts reserved Teims of Use

The Work List has three tabs, which are enabled after you select a Payer.

e Work List: where you will search for visits and view them.

18
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Archive: lists visits that have been removed from the Work List through the archive

New Claim: allows you to create claims for unscheduled visits or to create new
claims for that have been denied and are eligible for resubmission.

Note: You can create new claims and resubmit them only for claims that have an
incorrect diagnosis, incorrect provider ID, or incorrect member ID. You cannot create
a new claim to submit for claims that have been denied for untimely filing, if there is
no Prior Authorization associated with it, the member is not eligible, or if primary
insurance information is missing.

Dashboard Warklist

A @ =

isits.

@ claim Review

[ 3

Prior Authorizations Recpisnts Add Racipiort

E

Reports Procadurs
Codes

% Users
Actual Service

From
Start

Recipients

Provider

Training
Search List

& [ ok

Settings
[ RowRscpen Last Hams

3]

Logout
=} WHISKEY

o2 JYNE
o3 RILEY
o4 BAKER
os RILEY

Privacy Policy

Select Procedure

® Code

THOMAS

ELZA

ROBERT

BLL

ROBERT

Schedule STATEWIDE MEDICAID M: PAYER FEED)

Englsh

Lsawood Agency v Bl Provider ~  (E)rad Philips

59991001

59891002

KS123852

KS10001L

KS123452

Payer ICN(s)

Vish 1D

Actual Service
End

0122104743 UNMATCHED

0168676400 UNMATCHED

2904386275 UNMATCHED

0BTTT12598 UNMATCHED

0148347505 UNMATCHED

A Payor ICN

Entor Vist ID

i

s5150

5150

S5150

TI019

55150

Fan

Fat

Fat

Fat

2221, 210 PM

62521, 1027 AN

17121, 302 PM

61521, 208 PM

1721, 1242 PM

Copyright € 2021 Netsmart Technologies, Inc. All fgts reserved

You will use the Work List to do the following:

e Review completed visits

e Release “Matched” visits for submission to a Payer

e Remediate visits for release to Payer

Statusies)

Autharization

FLTY

FLT1

FLTY

FLTY

FLTY

e Create a new visit for visits that were denied by the Payer.

Saloct Status

Enter Authorization

Rematch  Expol  Releass  Achve  ~

5000

5000

50.00

51200

5000

000

Tems of Use

Note: You can create new claims for denied claims and resubmit them only if the claim
has an incorrect diagnosis, incorrect provider ID, or incorrect member ID. You cannot
create a new claim to submit for claims that have been denied for untimely filing, if there
is no Prior Authorization associated with it, the member is not eligible, or if primary

insurance information is missing.

19



9 Mobile Caregiver+

e Archive visits, which is used to store visits that are not billable or payable by the
payer you no longer want to see them or delete them from Work List. It can also be
used to store Unmatched visits while awaiting Prior Authorizations to be uploaded to
the Netsmart system; visits that are payable must be returned to the Work List).

Related Topics

e loggingIn e About Claim Review

e Viewing the Dashboard e About Prior Authorizations
e Viewing the Main Menu e About Reports

e About Claims Processing e Logging Out

e About Visits

20
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About Claim Review

You are here: Mobile Caregiver+ Claims > Getting Started > About Claim Review

You will use the Claim Review option to view claims as they go through claims
processing. Claims will have one of the following statuses.

e Released: The visit has been released for payment.

¢ Submitted: The visit has been “Submitted for payment; this status will change to
“Accepted” when it is received by the Payer or “Rejected.”

e Accepted: The claim has been accepted by the Payer and it has been assigned an
Internal Control Number (ICN) that the Payer uses to identify claims.

Note: In the Netsmart system, Medicaid, as well as some other Payers, assign the
same ICN to all claims in a batch when the batch is submitted. You may have several
claims with the same ICN; if any claim in the batch needs to be adjusted and
resubmitted, all claims with the same ICN must be resubmitted, including those that
do not need adjusting. See Adjusting Unpaid/Partially Paid Claims.

e Denied: The claim has been “Denied” by the Payer and will not be paid; in some
cases, you can create a new claim and resubmit it.

Note: You can create new claims and resubmit them only for claims that have an
incorrect diagnosis, incorrect provider ID, or incorrect member ID. You cannot create
a new claim to submit for claims, for example: that have been denied for untimely
filing, if there is no Prior Authorization associated with it, the member is not eligible,
or if primary insurance information is missing.

e Paid: The Payer has paid the agency for the services it provided to the Recipient.

e Paid Partial: The Payer has partially paid the agency for the services it provided to
the Recipient. You may choose to adjust and resubmit these claims.

e Rejected: The claim was part of a batch that was rejected for incorrect data or
processing. See Releasing a Rejected Claim.
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1. Click a claim to see its detail.

Edits & Errors.
tem Reason/ErrorCode  Reason / Error Code Description Change ~ Modified On Modified By Notes
Manual Authorization 9170 Provider Agency Authorization Override 62421, 10:14AM  Brad Phillips -
@ Visit Service Duration Less Than Minimum Allowed by Payer 9104 PSA failed to Check-In. Verified Services Performed - 6/24/21, 10:14AM Brad Phillips | verified this manually.

2. Scroll to the bottom of the detail to see edits and corrections required, if any.

Note: You can only view Edits & Errors in Claim Review; errors can only be corrected in
Work List.

Edits & Errors
Item ReasccondleError Reason / Error Code Description Modified On Modified By Notes
@ Visit Missing Start and/or End Verification5080 Caregiver forgot to end visit, visit verified complete.8/5/19, 12:03 PMFreddy Bautista-

items perpage: 20 ¥ 1-1of1 1< < > >

© Copyright 2017 - 2020 Tellus LLC
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Related Topics

Logging In
Viewing the Dashboard

Viewing the Main Menu

About Claims Processing

About Visits
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About the Work List

About Prior Authorizations

About Reports

Logging Out



About Prior Authorizations
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You are here: Mobile Caregiver+ Claims > Getting Started > About Prior Authorizations

A Prior Authorization must match a completed visit in order for that visit to be released
for payment. Below are the data elements in the Prior Authorization that must match
the visit:

Provider name

Recipient name

Service codes

Diagnosis codes

The start and end date that the Prior Authorization is effective

Prior Authorizations will have one of these statuses:

New: no visits have been billed against it.

Partially Used: some visits have been billed against it; Netsmart automatically
calculates units used for visits.

Used: The Prior Authorization has expired; you can still schedule visits, but visits with
expired Prior Authorizations cannot be billed.

oy el e i o1 @ om

& [ ok

3]

Dashboard Autharization

scheduie

vistts Payer

e Select Recipient  Select one

Claim Revie

Reports

Search List Prior Authorizabions

users
Recigints [
Provider O ey o
Taining D suBMER  kswe
Settngs
Logout

Privacy Policy

STATEWIDE MEDICAID MCO (PAYER FEED)

or more Recipients

FLT1 90581001
19700202 e

mes:nm:m S

x Procedure Cods  SEIECI ONE OF MOre Procequre Codes a:‘r’““;:ia“ﬂ" ENter ANy Pan of @ Payer Prior AUMOMZANoN Nu
Procedure Code Select one or more Procedure Code Modifier Autharization Select Authorzation Status
Modifier Status

Print  ~

» - . Tpe

21 43021 TW55385PA - Am OTHR L] 1 58.95% N {Nome)

.
Copyrigt © 2021 NEISTan TEChnoIogies, Inc All HGATS Feserved Teims of Use

All elements of a completed visit must align with the Prior Authorization and Payer
business rules in the system or it will be flagged as “Unmatched” in the Work List.
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You will use the Prior Authorization option to:

Search for a Prior Authorization if it is missing from a visit

Add a Prior Authorization.

View and update Prior Authorization detail.

Delete a Prior Authorization.

Note: Payers and Mobile Caregiver+ business rules determine whether you can add,
update, or delete Prior Authorizations. There are some functions a Payer or business rule
may not allow, and so some buttons may be disabled

Related Topics

Logging In e About the Work List
Viewing the Dashboard e About Claim Review
Viewing the Main Menu e About Reports
About Claims Processing e Logging Out

About Visits
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About Reports

You are here: Mobile Caregiver+ Claims > Getting Started > About Reports

g Mobile Caregiver+

Note: You must be assigned the User Role “Admin” in order to see the Reports option.

Netsmart offers a variety of reports for claims. You can filter data so that you get just
the information you need. You can also export reports to several different formats.

R Reports.

B  schedul

= isis Recipionts List

= Work List Recipients Vi Address Changes
©  Ciaim Review Time Log

B Prior Authorizat

Visit

"
Vit Compistd Mot Preschoduid

8 Users

Visit Detal
28 Recipents

Visit Report
=
@ Training
R Settings
5] Logowt

Prvacy Poiicy

Related Topics

Logging In
Viewing the Dashboard

Viewing the Main Menu

About Claims Processing

About Visits

Listof Recpients

List of Recipients With Address Changes

Payroll Worke Hours Data

Standard Visit Detail Ropart

Visk Complsted but Not Pre-scheduled befors
This raport includas the four obsarvation qusstions

Visits by Recipient User, Status or Date Range (ad-hoc)

Copyngnt © 2021 Netsmart Tecnnologies, Inc. All TN reserved

27

Engish  LeawoodAgency > BBl Provider > @Brad Phillips. v

Terms of Use

About the Work List

About Claim Review

About Prior Authorizations

Logging Out



g Mobile Caregiver+

Logging Out

You are here: Mobile Caregiver+ Claims User Guide> Getting Started > Logging Out

Any time you are not actively using the system, it is a best practice to log out. Logging
out helps ensure the security and protection of your organization’s information as well
as the information for your Recipients and Caregivers. If you do not logout, you will
automatically be logged out after 30 minutes of inactivity.

There are two ways to logout. Either way you will be logged out of the system and
returned to the system login page.

e Expand the Main Menu. (See Viewing the Main Menu for more information). Then,
click Logout.

¢ Inthe banner, click the drop-down list next to your Username. Then, click Logout.

—

= & Mobie Caregivers Engish  LoawoodAgency > BNl Providr, O Brad Fhillips v
= _ Dashboard O wFee o
= Dasnboard S -
B screaue Vislt Status on 06/25/2021 - 06/25/2021 Inbox SR (- E—
T v THIS WEEK LASTWEEK 2WEEKS AGD c ey CeEorl e
O clamRevien I have completed all of my visits for the day.
8 :::jﬁ LASTWEEK 2ZWEEKS AGD i<}
[ Training Legend
P O==

Related Topics

e LoggingIn e About Visits

e Viewing the Dashboard e About the Work List

e Viewing the Main Menu e About Claim Review

e About Claims Processing e About Prior Authorizations
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Using the Work List

You are here: Mobile Caregiver+ Claims > Using the Work List

Click a topic below:

Searching for a Visit in the Work List

Transferring Visits to the Work List Using the Visits Option

Reviewing Completed Visits

Releasing Matched Visits for Submission to Payer

Releasing a Rejected Claim

Remediating Visits for Submission to Payer

Archiving Visits

Searching for Archived Visits

Returning Archived Visits to the Work List

Creating a New Visit
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Searching for a Visit in the Work List

You are here: Mobile Caregiver+ Claims > Using the Work List > Searching for a Visit in the Work List

To find a visit:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Work List to see the Work List page.

3. Click Payer and make a selection from the drop-down list; this selection is required.

Note: Making a Payer selection enables the Archive and New Claim tabs.
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4. Enter any combination of search criteria you want. Click in each of the following
fields and select from the list that displays. You can also type a string of characters in
a field to narrow the list.

— Recipient(s) — Service IDs
— HCPCS Code(s) — VisitID
— Statuses: New, Matched, or

Unmatched

Note: Payer ICN (s) cannot be searched when you are looking for unsubmitted visits; ICNs
are assigned when a claim is submitted.

30



g Mobile Caregiver+

5. To search for claims by date by the Actual Service Date, you can enter the date range
by doing the following steps: click on the calendar icon to the right of the word From
to enter the start date, and then click on the calendar icon to the right of the word
To to enter the end date.
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6. Click Search.

A list of completed visits will display below the search fields. Click A to collapse the
search fields to see the list; Click v to expand the search fields.
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If you do not find the visit you’'re looking for, it may not have been transferred to the
Work List yet. Use the Visits option to find the visit and transfer it.
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Related topics:

o Transferring Visits to the Work List

Using the Visits Option

e Reviewing Completed Visits

e Releasing Matched Visits for

Submission to Payer

e Releasing a Rejected Claim

Transferring Visits to the Work List Using the Visits Option

9 Mobile Caregiver+

Remediating Visits for Submission to

Payer

Archiving Visits

Creating a New Visit

You are here: Mobile Caregiver+ Claims > Using the Work List > Transferring Visits to the Work List Using

the Visits Option

If you do not find a visit in the Work List, you can search for the Visit using the Visits
option and then transfer it to the Work List. To do so:

To find a visit:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Visits to open the Visits page.
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3. You can search for Visits by using one or a combination of the following.

— Date: The default value is Today, or you can select from the options listed below.

o Tomorrow
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o This Week

o Next Week
o Last Week

o 2 Weeks Ago
o This Month
o Last Month

o Custom: When you make this selection, two additional fields display; Choose
Start Date and Choose End Date. Use the calendar icon in each field to select
the date range you want to see visits for.

— Visit status: Leave this field blank. “Missed” visits will need to be completed;
“Completed” and “Complete, Late” visits can be transferred to the Work List.

— User name: To find a visit by User, or Caregiver, type all or part of the Caregiver
name in the User field. A list of Users with the characters that match your entry
will display. Make a selection from the list.

— Recipient name: To find visits by Recipient, type all or part of a Recipient name in
the Recipient field.

— Visit ID: assigned when the visit is schedule and appears only in the Visits menu
option.

— Visit to Claim Status: Choose None or Error (the visit has incorrect information,
such as in incorrect Medicaid ID#). Success indicates the visit successfully
transferred to the Work List for claims processing when it was.

4. Click Find after making your entries and selections.

. Click the vertical ellipsis to open the Visit.
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If the Claim Invoice ID # is shown, click it to transfer the Visit to the Work List.
If the Claim Invoice ID # is not shown, click the “reload” icon to transfer the visit to

the Work List; click the Claim Invoice ID # to go directly to the Work List (a new tab
will open) where you can work on the visit.

34



g Mobile Caregiver+

f2d6dbeb-1d50-40cc-beal-beadbdcc71cf
(Franklin Henry)

Tasks Description

Visit
Status: camplete@
Claim Status: - Claim Invoice ID#:
Caregiver: Bradley Caregiver Notes:
Select Recipient(s): Franklin Henry
Completed Tasks:
HCPCS Code/Mods HCPCS Description
§5135- Adult companioncare per 15m
Scheduled Visit Start: Jun 25,2021, 8:30:00 AM Scheduled Visit End:

Actual Visit Start:

Actual Start Phone Number:
Start Verification Type:

Start Location Variance (Miles):
Scheduled Start Address:

Scheduled Start Address Type:

| i iy

Leavenworth

Related topics:

'

Jun 25,2021, 8:21:30 AM
GPS
191

5896 South National Drive
Parkville MO 64152

oy o
@ Sprin

Liberty

Q

Actual Visit End:

Actual End Phone Number:
End Verification Type:

End Location Variance (Miles):
Scheduled End Address:

Scheduled End Address Type:

Leavenworth

Jun 25, 2021, 8:45:00 AM
Jun 25, 2021, 8:26:05 AM
GPS
191

5896 South National Drive
Parkville MO 64152

R——
@ sy

Liberty -

View Printable Visit

e Searching for a Visit in the Work List o

e Reviewing Completed Visits

e Releasing Matched Visits for
Submission to Payer
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Creating a New Visit




Reviewing Completed Visits

g Mobile Caregiver+

You are here: Mobile Caregiver+ Claims > Using the Work List > Reviewing Completed Visits

When a visit is complete, go to the Work List to release it for payment, or to remediate
and then release it. You should review “Matched” visits to make sure units are not
being over or under billed. When you review “Unmatched” visits, Netsmart will provide
information on incorrect or missing information. You can read more about updating visit
information in Remediating Visits for Submission to Payer.

1. Expand the Main Menu, (See Viewing the Main Menu for more information).
2. Click Work List to see the Work List page.
3. Click Payer and make a selection from the drop-down list; this selection is required.

Note: Making a Payer selection enables the Archive and New Claim tabs.
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Search for the visits you want to review.

g Mobile Caregiver+

5. After making your selections click Search to see the list of visits that meet your
criteria.
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6. Click the line for the visit you want to review to see its detail.

You will need to scroll down to see all information and to see the Edits & Errors
required for visits with the status “Unmatched.”

Edits & Errors
Error
Type e
ode
CRITICALPrior Authorization: Not Found PNOT

CRITICALClaim: Payer Does Not Accept This Procedure Code RNOT

Visit: Service Duration Less Than Minimum Allowed

(@ erroR by Payer

VDUR -

(@ ERROR Visit: Start/End Location Other Than Scheduled ~ VLOC -

ChangeModified On
6/17/21,303
M

6/17/21,3.03
M

6/17/21,3.03
PM

6/17/21,3.03
PM

Modified By

Calculate
Engine
Calculate
Engine

Notes

ProviderFLT1-667788991-4546474849 has no PA# for RecipientFLT1-KS123452-19870208 for Date of
service.06/17/2021, 5150

SQSLambda -

SQSLambda -

Note: Fields that have the “pencil” icon can be edited; more on that in Remediating Visits

for Submission to Payer.
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Related topics:

Remediating Visits for Submission to

e Transferring Visits to the Work List Payer
Using the Visits Option Archiving Visits

e Searching for a Visit

e Releasing Matched Visits for
Submission to Payer

Creating a New Visit

o Releasing a Rejected Claim
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Releasing Matched Visits for Submission to Payer

You are here: Mobile Caregiver+ Claims > Using the Work List > Releasing Matched Visits for Submission to Payer

“Matched” visits are those that have been through the pre-adjudication process in the
Netsmart system and are ready to be released to Payers for adjudication and payment.
Visits are considered “Matched” if:

¢ All information aligns with the Prior Authorization and Payer business rules in the
system.

e The date, time and location captured when the Rendering Provider clocked in and
clocked out using their Netsmart Mobile Care+ app matches the schedule.

e The Rendering Provider has completed all services and tasks.

Note: It is important that you review Calculated Units and Calculated Amount on
“Matched” visits to ensure that you are not under- or overbilling. The following
instructions describe how to check and update units and the billable amount. There are
other fields that can be updated as well; see Remediating Visits for Submission to Payer
if you need instructions.

To check and release “Matched” visits:

Expand the Main Menu. (See Viewing the Main Menu for more information.)

Click Work List to see the Work List page.

Click Payer and make a selection from the drop-down list; this selection is required.

P wnwn

Search for the visits you want to release; be sure to select Matched in the Statuses
field.
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5. When the list displays, click the check box to the left of the claim you want to review.

6. Click the line to see its detail.
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7. Check the values in the Calculated Units and Calculated Amount fields.

These fields are populated based on the Caregiver’s entries in the Netsmart Mobile
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Care+ app. Click the “reload” icon to update the fields.

g Mobile Caregiver+

If the Calculated Units and Calculated Amount fields are correct, click Release.

If the Calculated Units and Calculated Amount fields are incorrect, you will use the
Billable Units and Billable Amount fields to correct them. Follow the remaining

steps.

Edit Billable Units dialog.

Detals: Bill Baker

To update Billable Units, click the “pencil” icon to the right of the field to open the
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0110111590 o) he - 9134667838 Procadu T1019 7’
A Reports Recipient Date Of Birth Actual Check-Out Phane ocadure Codes/Mods.
i s 0 et
T Recipient Methcaid 1D KS10001L 7 (5 leencomtion IVR Approved Start Phone Number Calculated Urits 1
p— SN
&2 Recipients Recipisnt Member 10 FLT1-KS10001L-19900101 Number Calculated Amount (5} ” <]
B pov Payer STATEWIDE MEDICAID MCO (PAYER FEED) Scheduled Visi Start Jun 16,2021, 210 P Bilable Units Btable Units
[3] Training
PayerICN Payeric Actual Servica Start Bitablo Amount (5) Biable Amount 5) s
£ settings
Jutisdiction Jursdiction Bilable Service Start Paid Amount (S) Paid gmount (§)
3] Logout
Plan Plan Scheduled Visit End Thisd-Party Lisbility Paid () Trisgicty Liatlhy Paid (5) {6
Progam Program Act - - -
Edit - Billable Units
Contract Number Centract Number (s
Pt oo 0 >
Provider Medicald ID KS123459 visl 2 . -
Billable Units
Le—
Privacy Policy Copynght © 20 2
Reason Code *
400 (Billable Units) -
Note
Caregiver unable to check out
Cancel Apply

9. Enter the number of Billable Units
10.Use the Reason Code dropdown list to select Reason Code “400 (Billable Units).”
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11.OPTIONAL: Enter a note.
12.Click Apply.

13.To update the Billable Amount, click the “pencil” icon to the right of the field to
open the Edit Billable Amount dialog.

Edit - Billable Amount

Billable Amount *

12.50

Reason Code "

5248 (Missing Billable Amount Entered)

14.Enter the correct Billable Amount.

15.Use the Reason Code dropdown to select Reason Code “5248 (Missing Billable
Amount Entered).

16.OPTIONAL: Enter a Note.

17.Click Apply.

18. When you return to the visit detail, click Close.

19. After reviewing and, if necessary, updating all visits, you are ready to release them;
do one of the following:

— Select all visits by checking the checkbox to the left of the column headings; all
checkboxes for all visits will be checked. You can uncheck any visits you do not
want released by clicking the checkbox for individual visits.

— Select specific visits you want to release by checking the box to the left of each
visit.
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Search List

== Recpient Fast Hame Medcaa ID Vist 1D Stats Procecure Codestoss
[ WHISKEY THOMAS 99991001 0122104743 MATCHED 5150
= 2 JAYNE ELZA 99991002 0169676400 MATCHED $5150
= 0 RILEY ROBERT KS123452 2954388275 MATCHED §5150
= 4 BAKER eI KS10001L 0677712598 MATCHED 019
= s RILEY ROBERT KS123452 0148347909 MATCHED §5150
| JAYNE ELIZA 99991002 0169676400 MATCHED 89122

Fan

Fan

Fan

Fan

g Mobile Caregiver+

622721, 210 PM - M $0.00 $0.00
62521, 1027 AM FLT1 $0.00 $0 00
61721, 302 PM . FLT $0.00 $0 00
/1521, 208 PM PAZZTT8S FLT1 $1200 $0.00
61721, 1242PM FLT1 $0.00 $0 00

62521, 1028 AM - FLT $0.00 $0 00

20.Click Release.

You can see released visits using the Claim Review option.

Related topics:

Searching for a Visit

Transferring Visits to the Work List

Using the Visits Option

Reviewing Completed Visits

Releasing a Rejected Claim
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Releasing a Rejected Claim

You are here: Mobile Caregiver+ Claims > Using the Work List > Releasing a Rejected Claim

“Rejected” claims are those that have been rejected by the payer. Errors on the claim
must be corrected and then the claim can be released

To correct and release a “Rejected” claim:

1. Expand the Main Menu. (See Viewing the Main Menu for more information.)

2. Click Work List to see the Work List page.

3. Click Payer and make a selection from the drop-down list; this selection is required.

1. Search for the visits you want to release; be sure to select Rejected in the
Statuses field.

= Mobile Caregiver+ Engish  Leawoodagency ¥ Bl Provider v (@)Brad Phillps
5 Dasnooar Worklist
B schedul STATEWIDE MEDICAID MCO (PAYER FEED)
Werkist Archive Naw Clain
Search Panel ~
ccccc
Recipients Add Recipiont Payer ICNis) Add Payer ICN Statusios) Rejocted @
~ Report e
Procedure Selsct Procadurs Code Visit ID Enter Vist I Authorlzaton Ereer Autharization
2L Users Codest
Actual Sanvica Actual Servica
88 Recpients Start frem 7 e " °
B Provider
(31 Training
O seting Search List Romaich  Expit | Relaass | Archive v
3] Legawt
Prvacy Poliey CopyngnL S 2021 Netsmart Technologles. Inc. All ign's reserved Terms of Use
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2. When the list displays, click a line to see its detail.

o3 RILEY ROBERT ~ KST2345Z 2994308275 UNMATCHED ss150
Dasnuoan
B schedule Details: Robert Riley
= Visits Claim ‘Share Of Cost Massaging Tachnical
i

Status UNMATCHED ‘Start Vierieation Mathad
@ Claim Review

Paysr Appeoval Status Payer Approval Stalus End Verification Mathad

) prior Autharizations

Recipint Nams
~ Reports

Recipient Date O Birth

Users . !

. Recpents Resigiant Medicaid 10
B provier Recigent Mermber [0
(31 Training

Paysr
0 settings

PayarICN
3] Legout

Jursdicion

Plan

Program

Contract Number

Prvacy Poliey

Aacpiam vame
ROBERT RILEY

121081967

i i )

KS$123452

Actual Chack-in Phons

= Actual Check-Out Phane

/  WRApproved Stant Phone
Number

Fan 617121, 3:02PM

S o s e
685
End o e
e

Acus Chackin Prans
38065599

91

IVR:Approvsd Stan Phane Number

S
FLT1KS1ZM52-19870200 IVR Approvad End Phone Number VR Approwsd End Phons Number
P e V2 St
dun 17, 2021, 300 P
A e St
) Actual Senvies Start Jun 17,2021, 302 P
st T —
D Billablo Service Start Jun 17,2021, 302 PM
NONE ‘Scheduled Visi End Jun 17,2021, 315 PM
— prE——
pote Actual Senvies End dun 17, 2021, 302 PM
P—
Contract Number s jable Service End Jun 17, 2021, 302 PM

Pomtr M 18

Vel Durn

Copyngnt 2021 Netsmart Technologles. Inc. All igh's reserved
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Loawood Agency v Bl Provider v (EYBrad Prilips v
An 500 500
X Close
‘System-Assignad Auth Na Systom-Assigned Auth No
Manyal Grerride 2uth No Manual Gverida fuih No s
— o ,
Frocadure Codes/Mods. gl‘;l‘.‘l“ e s
Calculated Urits Caleulatod Units
(<]
Billable Units Blable Urnits £
Billabls Amoun (5} Bitable Amoun ($) 7/
Paid Amount (5) Paid Amours 5)
“Third-Party Liability Peid (8) Thirg-Party Liabdity Pald () 7
I
Last Modified 81721
Lo i By
Last Modified By null nall

Terms of Use

3. Scroll to the bottom of the detail to see the error that caused the visit to be

rejected.

Note: If you do not understand the error, contact Netsmart Customer Support by

emailing evvsupport@ntst.com or calling (833) 483-5587.

= Mobile Caregiver+ Engish  LeawoodAgency v ElllProvider v @ Drad Phllips
P 2 e > Schadod Stahsas
62111234
Dasnboare bk
2 Ty
NP Taxonomy 1213141516 7 addressType Addross Type
e oy o 5 S oo
Reforring Physician Nams CHARLE DARWIN 7 GPS Start Coordinates 38 9269799, -94.6496263
Gk oy S Voo s
Reforring Physican 1D swrmm 7 StaVariance (Miss) 41
© Claim Review [ ] — Schmding End Adtvmns
Sebg Fhrscaait 2076H0200X 7 12346 COLL OVERLAND PAF
Taxonom;
) Prior Authorizations
Address T Address Type
~ Reports sl
P8t Comtrien
&% users GPS End Coordnates. 389269799, -94.6496263
22 Recipients End Variance (Miles) 44
Provider ey
o Carogiver Nama BRADLEY CAREGIVER
&) Tainiag s Tt Frid &
Modicaid Traating Provider 1D 8371108
0 setings
Edits & Erors
B Logout Emr
Tee e ol [m— carr  Noks
61721303 Cokuists  Provider FLT A4 for Recipiont FLT ool
CRITICALPrior Authorzation: Not Found PNOT 5002 - = e e e
CRITICALClaim Payer Does Not Accept This Procadure Code RNOT 9002 8172, 30, Cakston
et Engine
Vist: Service Duration Less Than Minimum Allowed 61721303
O© ERROR =050 VOUR - - B+ 505 Lambda -
(D ERROR Vist StartEnd Locaton Other Than Scheded  VLOC 3 - TR0 o8 Lanbds
Prvacy Poicy Copyngnt © 2021 Netsmart Technologles, Inc. Al ighis reserved. Terms of Use

Make corrections as follows:
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— Click the “pencil” icon to the right of the field that needs to be corrected.

Edit - Medicaid ID

Medicaid 1D *
KS12345Z

Reason Code *

9046 (Member Medicaid 1D Corrected) -

Note

0 of 2000 characters

— Make entries as needed; you may need to enter a Reason Code and you may
have the option to enter a Note.

— When you are finished editing the error, click Apply.

Search List ~
== RecpentFisthame  MedcsalD  VistiD Status Procecurs CodeaMods  DignosisCode  ServceDulesndTme  Auhorzaton Numbe Pajerhome  CokualedAmourt  BlstieAmount  Pad Amount (5
[ WHISKEY THOMAS 99991001 0122104743 MATCHED $5150 Fatl 62221, 210 PM - FLT1 5000 5000

B2 JAYNE ELZA 99991002 0169676400 MATCHED $5150 - 62521, 1027 AM - LTt 50.00 $0.00

5] RILEY ROBERT KS123452 2994386275 MATCHED 85150 Fan 61721, 3:02PM - LTt $0.00 $0.00

= BAKER BILL KS10001L 0677712588 MATCHED 101 Fan 61521, 208 PM PAZZTTES LT $1200 $0.00

[ RILEY ROBEAT KS123457 0148347909 MATCHED s5150 Fan 81721, 1242PM FLT 5000 $0.00

[ JAYNE ELIZA 95991002 0169676400 MATCHED 59122 - 62521, 1028 AM - FLT1 5000 5000

5. When you return to the list of visits, check the box to the left of the visits to be
released.
6. Click Release.

Note: Any corrections will change the status of the rejected visit to NEW. You may
refresh by checking the box to the left of the visit and click Rematch.

You can see released visits using the Claim Review option.

Related topics:
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e Remediating Visits for Submission to
Payer

e Archiving Visits

Searching for a Visit

Transferring Visits to the Work List
Using the Visits Option

e Creating a New Visit

Reviewing Completed Visits

Releasing Matched Visits for
Submission to Payer
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Remediating Visits for Submission to Payer

You are here: Mobile Caregiver+ Claims > Using the Work List > Remediating Unmatched Visits

Any “Unmatched” visits must be corrected and changed to a “Matched” status before
they can be released for submission to a Payer. To correct an “Unmatched” visit:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).
2. Click Work List to see the Work List page.
3. Click Payer and make a selection from the drop-down list; this selection is required.
4. Search for the visits you want to remediate; be sure to select Unmatched in the
Statuses field to narrow your search.
= Mok i Engish  LeawoodAgency > BBl Provider > @Brad Phillips. v
B schedule STATEWIDE MEDICAID MCO (PAYER FEED)
© can revew Search Panel ~
[ Prior Authonzations Recipients Add Fiocipiont Payar ICN(s) Add Payer ICH Statusies) Ml:-l"\:;\vd.
B eroviger Cloar
[ Training
B setings Search List Remalch  Expod  Reesse  Achive v
5] Logout
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5. When you click Search, the list of visits that meet your criteria will be listed on the
screen.

Mobile

Engleh  Leawood Agency ¥ O cad Pl ~
55 oasnooan b
B schedue STATEWIDE MEDICAID MCO (PAYER FEED) -
= vsis
m = o =
Search Panel ~
@ claim Review
) enorAutnonzatons Search List I I N . -
~ Reports
e Vst St [ ——— Sorves D an Tewe Cotisidsmourt Bt et ra—
users
O wHskey THOMAS  SI9SI01  OAZ2104783 UNMATCHED. ss150 Fat 52221, 210 P1 R 200 00
22 Recpents
oz JNE Lz 991002 O16S6TEA00 UNMATCHED 5150 s2s21 0ZTAM - ATt 00 00
B Provier
o3 RLEY ROBERT  KS1ZMGZ 2994360275 UNMATCHED 55150 Fan 1721, 302PM - FUTH 000 000 -
[ Tring
o+ ALEY ROBERT  KSIZMSZ 01457503 UNMATCHED ss150 Fan 721, 1242 M FTH 200 00
£ Settings
s JaNE ELza 99102 OT667600 UNMATCHED sz - 2521 WA - Rt 000 5000 -
5] Legeut
mmapecsage B v 1-5e0
Frivacy Folicy pyrigh Netsmart Technologies, Inc. All o Termts of Use
6. Click an “Unmatched” visit to see its detail.
= 7 Jiver+ Engish  LoawoodAgency > Bl Frovider > (Brad Phillps v
. o3 RIEY OBERT  KS23452 2904338276 UNMATCHED 5150 Fant AP, 30200 T 000 00
2§ Dasnooare
B scredue Details: Robert Ril X Close
= visis Claim ‘Share Of Cost Messaging Technical
- S Ve W
stots UMMATCHED R St Veciisaion Msthad s
@ Claim Review s s ,
Fayar Appeoval Status Payer Approval Status End Veifcation Nethod s Manual Gverrids Auth No Marnial Grenida Auth No
[ erior Authorizations it e PO — Ggmin Gl
Recipient Nams ROBERT RILEY Actul Chack-in Phana i Diagnesis Code: Faft '
~ Reports
Rt D s ek Chck Ot P P Codeds
- Rocpiont Data Of 020081987 " Actual Chock-Out Phana g Sracadurs CodesMods 85150 4
i e
22 Recipients Recipient Madicaid 1D KS123452 s x:m‘“i"’“”ds‘“"ph"‘e IVR Approved Siart Phane Number Calcutated Urits Caleultad Units
P
B Frovider o FLT! IVR Apgeoved End Phone Nember VR Approved End Phone Number © =]
i = S
Ol o o eED) Jun 17, 2021, 300 P Billable Units Batable Urits ’
0 setngs et S B
Payar iCH PayerICN Actual Senviea Starl dun 17, 2021, 202PM Billabls Amour () Bzbls Amount (5) s
Bl Logout et Bl S S
durisdbetlon L Bllable Service Start Jun 17, 2021, 302 PM 7 paid amoun ) Pald Amount (5)
i S——
Pan HOKE ‘Scheduled Vst End dun 17, 2021, 215 P ThicdParty Lisbily P (5] “Thicd-Party Lisbilty Pald (5) 4
Frogn — —
Progam NOHE Actual Senvice End Jun 17, 2021, 202PM0 Last Mocied &2t
— ———
Contract Number Coriract Number # Bllable Service End Jun 17, 2021, 302 PM 7/ Lastuoassany oull null
S eaoumon scune S
Privacy Policy CopYTIgNt© 2021 NetsMan TeChnologhes. nc. Al Hgnts reserved Tems of Use
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7. Scroll to the bottom to see Edits& Errors; there you will find the corrections that
need to be made.

Edits & Errors

Type tem ErorCode  Reason/Error Code Reason/Error Code Description Change  Modified On Modified By Notes

@ ERROR  Visit: Service Duration Less Than Minimum Allowed by Payer VDUR - - - 6/17/21, 3:03 PM SQS Lambda

(D ERROR  Visit StarUEnd Location Other Than Scheduled vioc - - - 6/17/21,3.03 PM $QS Lambda

8. Make corrections as follows:

— First, select a reason code for the error: Click the “blue exclamation point” icon to
the left of the error to open the Edit Error window.

Make a selection from the from the Reason Code dropdown list.

uxn

If an appears after Note, an entry is required.

When you are finished editing the error, click Apply.

ERROR
VISIT: SERVICE DURATICN LESS THAN MINIMUM ALLOWED BY PAYER

Reason Code *

9126 (General: Disaster or Emergency. Verified Services Performed.) -

MNoie *

0 of 2000 characters

Cancel Apply

— Second, make the correction in the appropriate field.

Scroll up to the field that needs to be corrected and click the “pencil” icon to
open a dialog box where you can make the correct entry.

Click Apply to save your changes.
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When you finish and all entries are correct, the visit status will be updated to
Matched.

Note: Missing or incorrect information associated with the Prior Authorization cannot be
updated and the status for the visit will remain “Unmatched,” even if you have made

corrections. Netsmart uploads batches of information from Payers routinely (often once
a day). When a batch containing the correct Prior Authorization information is uploaded,
the visit status will automatically be updated to “Matched” and you can release the visit.

9. Click Release.

You can see released visits using the Claim Review option.
Related topics:

e Searching for a Visit e Releasing a Rejected Claim

e Transferring Visits to the Work List e Archiving Visits
Using the Visits Option

e Creating a New Visit

e Reviewing Completed Visits

e Releasing Matched Visits for
Submission to Payer
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Archiving Visits

You are here: Mobile Caregiver+ Claims > Using the Work List > Archiving Visits

If you have “Unmatched” visits that you want to set aside and remove from the Work
List, you can do that by archiving. For example: you know a Payer will not have the Prior
Authorizations that you need to match a group of visits available for some time. In this
case, you might want to remove those “Unmatched” visits from the Work List
temporarily. You can return the visits to the Work List later, when Prior Authorizations
are available.

You may also want to archive non-payable visits; non-payable visits cannot be deleted
from the Work List.

Note: Archived visits are not included in reports.

Important: If you move a payable “Unmatched” visit to Archive, you must remember
that the visit is housed there. Mobile Caregiver+ will NOT remind you of the Timely
Filing deadline for submitting a visit for payment per the contract with the Payer.
Visits that are not submitted by the Timely Filing deadline will be denied and cannot
be resubmitted.

To archive visits:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Work List to see the Work List page.

3. Click Payer and make a selection from the drop-down list; this selection is required.
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Bl Frovider v @ Brad Phillips v

25 Dasnnoarg Worklist
B soredue STATEWIDE MEDICAID MCO (PAYER FEED) ]
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Search for the visits you want to archive.

Hint: You should only archive “Unmatched” visits; select Unmatched in the Statuses

field to narrow your search.

Mobile Car
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Bl Frovider v @ Brad Philips v
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5. When you click Search, the visits that match your criteria are listed on the screen.

= Mobile Caregiver+ Engih  LsawoodAgency v Bl Frovider > E)Brad Philis v
5 Dashooars Rns:
schedule STATEWIDE MEDICAID MCO (PAYER FEED) >
= wsis
Search Panel ~
@ claim Review
E]  Prior Authorizations Search List Rematch  Expon.  Relssse  Amhbve &
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20 users
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25 Recpients
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[0 Tiaining
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£ Settings
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Privacy Policy ‘Copyright € 2021 Netsmart Technologies, Inc. All fnis reserved Terms of Use

6. Select the visits you want to archive:
— Click the checkbox to the left of the column headers to select all visits.

— Click the check box to the left of the individual visits you want to archive.

= Aok 3 Engish  LoawoodAgency ¥ Bl Provider v (@ Brad Phllps v
5 oasmmoans fpt
B schedue STATEWIDE MEDICAID MCO (PAYER FEED)
= Vists
Workist Archive Naw Clain
Search Panel v
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B Prior Authonzations
~ ol
Reparts Racipim First Name Masicad ID vistio Stz Prosecurt Goasanoss Diagncas Cane ‘Senvcs Date anc Time Aumnonzanon Humes

2 Users

THOMAS 99991001 0122104743 UNMATCHED 5150 Fan 2221, 210 PM - FLT1 30.00 50.00
&4 Recipients
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B erover
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5s 20
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7. Click Archive.

When the message window confirming the archive opens, click OK to archive, or
Cancel if you do not want to archive at this time.

54



g Mobile Caregiver+

@ The solected record(s) will be moved to the Archive from the Active Workiist

Are you sure ihat you wish to proceed?

9. Click the Archive tab to view archived visits; use the Search fields at the top of the
page to find them.

Adchiving in Process

Do nat exitwindow ur processing is complete and you receive 3 confimation.

ffor any closed, ady be exccuted The pr
that wara not complsted will ramain in original stats.

Completed 1 out of 1 (1005% Complete)

Related topics:

e Searching for a Visit e Releasing Matched Visits for
e Reviewing Completed Visits Submission to Payer
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o Remediating Visits for Submission to e Creating a New Visit
Payer
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Searching for Archived Visits

You are here: Mobile Caregiver+ Claims > Using the Work List > Archiving Visits > Searching for Archived
Visits

When you archive visits they are moved to the Archive tab of the Work List. To find an
archived visit:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).
2. Click Work List to see the Work List page.

3. Click Payer and make a selection from the drop-down list; this selection is required.

Note: Making a Payer selection enables the Archive and New Claim tabs.

Engish  LoawoodAgency v Bll Provider v €YBrad Phillps v
Warkiist
B schesue STATEWIDE MEDICAID MCO (PAYER FEED)

Workist Archive New Claim

Search Panel

Search List Remaich  Expon  Reswre  ~

(=Rl RILEY ROBERT KS12345Z 0145347905 UNMATCHED 55150 Fatt TN 1242PM - ATt 3000 5000

Frivacy Policy Copyright @ 2021 Netsmart Technologles, Inc. Al rights reserved. Terms of Use

Click the Archive tab at the top of the page.

5. Enter any combination of search criteria you want. Click in each of the following
fields and select from the list that displays:

— Recipient(s)
— Services(s)
— Statuses: New, Matched or Unmatched

— Service ID(s)

Note: You cannot use the Payer ICN (s) (internal control number) to search for
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visits. ICN is a claim number that is assigned after the visit is submitted to the

Payer.

Dates From or To fields.
7. Click Search.

If you want to search for claims by date, click the calendar icon in the Actual Service

A list of archived visits will display below the search fields. Click the drop-down list
arrow” to collapse the search fields to see the list; Click v to expand the search fields.
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Related topics:

o Searching for a Visit

e Reviewing Completed Visits

e Releasing Matched Visits for
Submission to Payer

e Remediating Visits for Submission to

Payer

e Creating a New Visit
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Returning Archived Visits to the Work List

You are here: Mobile Caregiver+ Claims > Using the Work List > Archiving Visits > Returning Archived Visits
to the Work List

If you archived visits to remove them from the Work List temporarily, you can retrieve
them from the Archive tab and return them to the Work List:

Expand the Main Menu. (See Viewing the Main Menu for more information).
Click Work List to see the Work List page.

Click Payer and make a selection from the drop-down list; this selection is required.

Note: Making a Payer selection enables the Archive and New Claim tabs.

4. At the top of the page, select the Archive tab at the top of the screen.
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5. Search for visits you want to return to the Work List and select them by doing one of
the following:

— Click the checkbox to the left of the column headers to select all visits.

— Click the individual visits you want to return.
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Click Restore.
Click the Work List tab.

You will see the visits you returned from the Archive. If the information for matching
is available — for example, if missing Prior Authorization information is now available
in the system—and all information is correct, the status will be updated to
“Matched” and you can release the visits.

Note: Remember that you should view and update Billable Units for “Matched” visits
before releasing them. See Remediating Visits for Submission to Payer.

If visits are still “Unmatched” you will need to remediate them before releasing.

Related topics:

Searching for a Visit e Remediating Visits for Submission to
Reviewing Completed Visits Payer

e Creating a New Visit

Releasing Matched Visits for
Submission to Payer
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Creating a New Visit

You are here: Mobile Caregiver+ Claims > Using the Work List > Creating a New Visit

Note: You can create a new visit for a denied claim and resubmit it only if the claim had
an incorrect diagnosis, incorrect provider ID, or incorrect member ID. You can also
create a new visit for a visit you completed, but that was not scheduled in Netsmart.

You cannot create a new visit to submit for claims that have been denied for untimely
filing, if there is no Prior Authorization associated with it, the member is not eligible, or if
primary insurance information is missing.

If a claim is denied and is eligible to be resubmitted, you will need to create a new visit
through the Work List:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).
2. Click Work List to see the Work List page.
3. Click Payer and make a selection from the drop-down list.

Note: Users must select a Payer.
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4. Click the New Claim tab at the top of the page.
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Recipient, Service, and Caregiver are required fields.

Click each field to see a list of acceptable entries and make a selection.

Complete the Actual Start Address fields.

If the Actual Start Address and Actual End Address are the same, click the blue
arrow to copy the Actual Start Address.

Note: Address Type is optional.
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Click the calendar icon to the right of the Actual Start Date field to select the date
service begins.

Click the clock icon to the right of the Actual Start Time field to select the date
service begins.

Click Review.

The Review New Claim page opens.
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10.If you need to make changes, click Cancel to return to the New Claim page;

otherwise, click Submit.

The visit will appear on the Work List page. If all information is correct, the status
will first be “New;” then, after the Netsmart pre-adjudication process runs, the visit
status will change to “Matched” or “Unmatched.” If “Matched” you can release the
visit for submission to the Payer.

Note: Remember that you should view and update Billable Units for “Matched” visits
before releasing them. See Remediating Visits for Submission to Payer.

If the visit is missing information or if information is incorrect, the status will be first
be “New” and then “Unmatched” and the visit will need to be remediated before it is
released.

Related topics:

Searching for a Visit e Remediating Visits for Submission to
Reviewing Completed Visits Payer

e Archiving Visits

Releasing Matched Visits for

Submission to Payer Searching for Archived 1
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Reviewing Claims

You are here: Mobile Caregiver+ Claims > Reviewing Claims

Click a topic below:

Searching for Claims

Reviewing Submitted Claims

Adjusting Unpaid/Partially Paid Claims

Voiding a Paid Claim

Resubmitting a Claim: Creating a Manual Visit for a Denied Claim
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Searching for Claims

You are here: Mobile Caregiver+ Claims > Reviewing Claims > Searching for Claims

When a visit is “Matched” and released for payment, it will appear in Claim Review. To
find a claim:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Claim Review option to see the Claim Review page.
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3. Click Payer and make a selection from the drop-down list; this selection is required.

Enter any combination of search criteria you want. Click in each of the following
fields and select from the list that displays:

— Recipient(s)

— HCPCS Code/Mod(s)
— Status(es)

— Payer ICN (s)

— Service ID(s)

— Member ID(s)

— Prior Authorization Number(s)

5. If you want to search for claims by date of service, click the calendar icon in the
Service Date or End Date fields.
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6. Click Search.

A list of claims will display below the search fields. Click ~ to collapse the search
fields to see the list; click v to expand the search fields
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Related Topics

e Reviewing Submitted Claims e Resubmitting a Claim: Creating a

«  Adjusting Unpaid/Partially Paid Manual Visit for a Denied Claim
Claims

o Voiding a Paid Claim
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Reviewing Submitted Claims

You are here: Mobile Caregiver+ Claims > Reviewing Claims > Reviewing Submitted Claims

1. Expand the Main Menu. (See Viewing the Main Menu for more information).
2. Click Payer and make a selection from the drop-down list; this selection is required.

3. From here you can:

— Search for claims

— Adjust unpaid/partially paid claims

— Resubmit a claim by creating a manual visit for a denied claim
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g Mobile Caregiver+

You are here: Mobile Caregiver+ Claims > Reviewing Claims > Adjusting Unpaid/Partially Paid Claims

Note: When you update a Paid or Partially Paid claim, it keeps its original ICN number.

Note: In the Netsmart system, Medicaid, as well as some other Payers, assign the same
ICN to all claims in a batch when the batch is submitted. You may have several claims
with the same ICN; if any claim in a batch needs to be adjusted resubmitted, all claims
with the same ICN must be resubmitted, including those that do not need adjusting.

To adjust a “Paid” or “Partially Paid” claim:

1. Click Claim Review option to see the Claim Review page.
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2. Click the Voids & Adjustments tab.
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3. Use the Payer dropdown list to select a Payer.
Enter the ICN# in the ICN# field.

Note: You can find the ICN# in Claim Review and copy and paste it in the ICN# field

5. Click Search.

Note: Remember, if one claim is updated and resubmitted, all claims with the same ICN
must be resubmitted, regardless of whether they are updated.

6. When your results display, click the submenu (vertical ellipsis) to the right of the
claim and select Adjust to open the Voids & Adjustments window.

70



Dasnooara

Schedule

a @

Visits

Work List

Craim Review

Prior Authorizations

T B e i

Reports

Users

Recipients

Provider

Training

L-BRC I H

Seftings

]

Logout

Mobile Caregiver

Claim Vokds and Adjustments

Voids and Adjustments

Sl Page

Payer  Statewide Medicald MCO (Payer Feed) @

Engish  LoawcodAgency ¥ Bl Provider v (@ Brad Phllps v

g Mobile Caregiver+

Iene 4444210002 @

Search List ~
TR icns Subrted Date O R & ot Bileg devaunt Faid Amourt ADUNOID Ststus ABINGID Dale
0210521101S0077777  addaa10002 6222021-6222021 51200 100
Adust Void

Regpi Hame Stan Date e Syotee ASSUNES AL NG WaNUS OVETce AU o Dognsss ode Procatuia Gagzsidods  Eilais Units Paid anoun adisted senount

THOMAS WHISKEY 6222021, 0217 PM 62212021, 0218PM  TWS5BB5PA I Fant ™is £ 1 @mzno 1400 s /£

TOTAL AMIOUNT i 51400 51200

TN concel
Mo pergage 20 ¥
Privacy Policy. Copyngnt & 2021 Netsmart Technologles, inc. All fghts reserved Terms of Use:

7. Any field with the “pencil” icon next to it can be edited. To do so:

— Click the “penci
entry.

Edit - Billable Units

Bilapie Units

1

|”

Reason Code *

5150 (Number of Billable Units Increased)

Note

Cancel Apply

icon to open a dialog box where you can make the correct

— For each correction, you will be required to enter a Reason Code that you can
select from a dropdown list.

— You can also add text in the Note field to help clarify the reason for the change.

— Click Apply to save your changes.
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— If a warning or confirmation dialog box opens, be sure to click Yes to continue or
No to return to the claim detail.

8. Click Adjust.

9. When the confirmation dialog box opens, click Yes to complete the adjustment or No
to return to the claim detail.

Related Topics

e Searching for Claims e Resubmitting a Claim: Creating a
Manual Visit For a Denied Claim

o Reviewing Submitted Claims

e Voiding a Paid Claim
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Voiding a Paid Claim

You are here: Mobile Caregiver+ Claims > Reviewing Claims > Voiding a Claim

You can void a claim and then create a new visit to resubmit it.

Note: It is best to void the claim, wait for the take-back from the Payer, and then create
a new claim.

To void a paid claim:

1. Click Claim Review option to see the Claim Review page.
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2. Click the Voids & Adjustments tab.

25 oasnooans

o
484100

~ Report

AL Users Cle:
22 iph

[=

(31 Training

o seting

3] Loy

Privacy Policy Copyngnt 2021 Netsmart Technologles. Inc. All igh's reserved Terms of Use

3. Use the Payer dropdown list to select a Payer.
4. Enter the ICN# in the ICN# field.

Note: You can find the ICN# in Claim Review and copy and paste it in the ICN# field

5. Click Search.

6. When your results display, click the submenu (vertical ellipsis) to the right of the
claim and select Void to open the Voids & Adjustments window.
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When the confirmation dialog box opens, click Yes to complete the void or No to

return to the claim detail.

Related Topics

Searching for Claims

Reviewing Submitted Claims

Adjusting Unpaid/Partially Paid

Claims

e Resubmitting a Claim: Creating a

Manual Visit For a Denied Claim
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Resubmitting a Claim: Creating a Manual Visit for a Denied Claim

You are here: Mobile Caregiver+ Claims > Reviewing Claims > Resubmitting a Claim: Creating a Manual

Visit for a Denied Claim

Claims may be denied for many reasons. You can resubmit a denied claim using the
Work List. See Creating a New Visit for instructions.

Note: You can create new claims and resubmit them only for claims that have an
incorrect diagnosis, incorrect provider ID, or incorrect member ID. You cannot create a
new claim to submit for claims that have been denied for untimely filing, if there is no
Prior Authorization associated with it, the member is not eligible, or if primary insurance
information is missing.

Related Topics

e Searching for Claims e Voiding a Paid Claim

e Reviewing Submitted Claims

e Adjusting Unpaid/Partially Paid
Claims
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Working with Prior Authorizations

You are here: Mobile Caregiver+ Claims > Working with Prior Authorizations

Click a topic below:

Searching for a Prior Authorization

Adding a Prior Authorization

Updating a Prior Authorization

Deleting a Prior Authorization
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Searching for a Prior Authorization

You are here: Mobile Caregiver+ Claims > Working with Prior Authorizations > Searching for a Prior
Authorization

Prior Authorizations are loaded to Mobile Caregiver+ through a batch file that is
imported to the system at regular intervals, determined by your agency. Prior
Authorizations, should be assigned to visits when they are scheduled; however, on rare
occasions they may not be. For example, a Rendering Provider may need to create a visit
on their Netsmart Mobile Care+ app on a weekend, when no one is available to
schedule the visit. When that happens, the Prior Authorization will be assigned to the
visit as soon as it is available in the Mobile Caregiver+ portal; completed visits with no
Prior Authorizations will have the status “Unmatched.”

To find and view a Prior Authorization:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Prior Authorization to see the Prior Authorization page.
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3. Click Payer and make a selection from the drop-down list; this selection is required.

4. Enter any combination of search criteria you want. Click in each of the following
fields and select from the list that displays:

— Recipient
— HCPCS Code
— HCPCS Modifier
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— Authorization Number

— Authorization Status
5. Click Search.

A list of Prior Authorizations will display below the search fields. Click ” to collapse
the search fields to see the list; click v to expand the search fields.
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Note: Payers and Mobile Caregiver+ business rules determine whether you can add,
update, or delete Prior Authorizations. There are some functions a Payer or business rule
may not allow, and so some buttons may be disabled.

6. Click a Prior Authorization to see its detail.
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7. Using the buttons in the upper right corner of the detail screen you can:

— Update the authorization.

— Print the authorization. When you click Print, a warning will display reminding
you of HIPAA regulations about protected health information; click OK to
continue.

@ e HIPAA Privacy Rule

The HIPAA Privacy Rule requires appropriate safeguards to
protect the privacy of personal health information, and sets
limits and conditions on the uses and disclosures that may be
made of such information without patient authorization.

This document may contain privileged and confidential
information and/or protected health information (PHI).

If you are not the employee or agent responsible for this
document, you are hereby notified that any review,
dissemination, distribution, printing and copying of this
document and its content is strictly prohibited

oK Cancel

— Delete the authorization.

Note: Payers and Mobile Caregiver+ business rules determine whether you can add,
update, or delete Prior Authorizations. There are some functions a Payer or business rule
may not allow, and so some buttons may be disabled.
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Related Topics

e Adding a Prior Authorization e Deleting a Prior Authorization

e Updating a Prior Authorization
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Adding a Prior Authorization

You are here: Mobile Caregiver+ Claims > Working with Prior Authorizations > Adding a Prior

Authorization

Note: Payers and Mobile Caregiver+ business rules determine whether you can add,
update, or delete Prior Authorizations. There are some functions a Payer or business rule
may not allow, and so some buttons may be disabled.

To add a Prior Authorization:
1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Prior Authorization to see the Prior Authorization page.
3. Select a payer from the Payer dropdown list.
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When you select a Payer, the add icon displays.
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9 Mobile Caregiver+

5. Make the following entries and selections.
— Insurance/Payer: This field auto populates with the Payer you selected.

— Care Type: Care type selections are populated based on the Payer you selected.
Choose one from the dropdown list.

Note: For Anthem-Integrated, choose ANTHINT; for all other Payers choose OTHR.

— Contract Number: Enter the contract number for the Prior Authorization.
— Service Group Code: This field is not currently used; leave blank.

— Check to prevent updates from payer: Prior Authorization information is
updated by the payer through electronic feeds to Netsmart. If you do not want
this Prior Authorization updated, check this box.

— TPI: This field is not currently used; leave blank.

— HCPCS Code: Use the dropdown list to select the code for the service that will be
provided.

— Modifier 1-4: If the service code (HCPCS) requires a modifier, select it from the
dropdown list.

— Recipient Name/Last Name: This field is auto-populated when you select a
Recipient ID.

— Recipient ID: Use the dropdown list to select the Recipient ID.

— Recipient DOB: This field is auto-populated when you select a Recipient ID.
— Authorization Number: Enter the Prior Authorization identifier.

— Authorization Status: This field defaults to New and cannot be changed.

— Effective Date: Click the calendar icon and select the first date the Prior
Authorization is valid.

— Expiration Date: Click the calendar icon and select the date the Prior
Authorization expires.

— Unit Type: Use the dropdown list to select how billing units are charged (for
example, Hour, Quarter Hour, or Visit); refer to the service code for billing
increments.

— Total Units Authorized: Enter the total number of units authorized for the
Recipient and Service.
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— Total Units Authorized Remaining, Percent of Units Authorized Remaining: These
fields will be updated as visits are completed.

— Limit: Use the dropdown list to select the intervals at which the service can be
provided; choose Daily, Monthly, None, Weekly, or Yearly. The field to the right
will change based on your selection; enter the number of units authorized.

6. When your entries are complete, click Save.

Related Topics

e Searching for a Prior Authorization e Deleting a Prior Authorization
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Updating a Prior Authorization

You are here: Mobile Caregiver+ Claims > Working with Prior Authorizations > Updating a Prior

Authorization

Note: Payers and Mobile Caregiver+ business rules determine whether you can add,
update, or delete Prior Authorizations. There are some functions a Payer or business rule
may not allow, and so some buttons may be disabled.

To update a Prior Authorization:
1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Prior Authorization to see the Prior Authorization page.

= Mobile Caregivers Engish  LoawoodAgency v Bl Provider v @Brad Prilips v

%3 Dasnooare Authorization

B schedule

s Payer STATEWIDE MEDICAID MCO (PAYER FEED) X Procedure Code  Select one or more Procedure Codes o hon Enter Any Part of a Payer Prior Authorization Nu

= Work List SelectRecipient Select one or more Reciplents Procedure Code  seiectone of more Procedure Code Moditer Authorzaton Select Authorization Stalus

=
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22 Recipients
B Provder
& Training
R Settings

] Logout

Privacy Poiicy. Copynght © 2021 Netsmart Technologles. Inc. All ights reserved Terms of Use

3. Click Payer and make a selection from the drop-down list; this selection is required.
Search for the Prior Authorization you want to update.

5. When the list displays, click the line for the Prior Authorization you want to update
to see its detail.
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Click Edit.

You can make entries and selections in the following fields. See Adding a Prior
Authorization if you need information about what to enter:

Care Type Unit Type

Check to prevent updates form Total Units Authorized

Payer

TPI

HCPCS Code
Modifier 1-4

Total Units Authorized
Remaining (Percent of Units
Authorized is calculated based on
these two entries.)

Limit

Authorization Number _ )

Number of units authorized

Effective Date based on your Limit selection.

Expiration Date
Click Save.

Related Topics

o Searching for a Prior Authorization e Deleting a Prior Authorization

e Adding a Prior Authorization
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Deleting a Prior Authorization

You are here: Mobile Caregiver+ Claims > Working with Prior Authorizations > Deleting a Prior

Authorization

Note: Payers and Mobile Caregiver+ business rules determine whether you can add,
update, or delete Prior Authorizations. There are some functions a Payer or business rule
may not allow, and so some buttons may be disabled.

To delete a Prior Authorization:
1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Prior Authorization to see the Prior Authorization page.

Enghsh  LeawoodAgency v BBl Provider v @brad Philips v

2§ Dasnooare Authorization

B Schedule
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3. Click Payer and make a selection from the drop-down list; this selection is required.
Search for the Prior Authorization you want to delete.

5. When the list displays, click the checkbox for the Prior Authorization you want to
delete.

6. Click the line to see the Prior Authorization detail.
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7. Click Delete.

o This Prior Authorization will be removed

Are you sure that you wish to proceed?

OK

Cancel
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8. Confirm that you want to delete by clicking OK; or click Cancel to keep the Prior

Authorization.
Related Topics

e Searching for a Prior Authorization

e Adding a Prior Authorization

89

Updating a Prior Authorization




9 Mobile Caregiver+

Reporting

You are here: Mobile Caregiver+ Claims > Reporting

Note: You must be assigned the User Role “Admin” in order to see the Reports option.

Click a topic below:

Generating a Report

Exporting a Report
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Generating a Report

You are here: Mobile Caregiver+ Claims > Reporting > Generating a Report

Note: You must be assigned the User Role “Admin” in order to see the Reports option.

Claims offers several reports. The Time Log report is used as an example in these
instructions to show you how to generate a report. Filters are different for each report,
but making selections and generating all reports is the same.

To generate one of the standardized reports:

1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Reports.

= Mobile Caregivers Engish  LoawoodAgency v Bll Provider v €YBrad Phillps v
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©  clain Review Pagrol Worked Hows Data

Visit Standard Visit Dotail Roport
it Completad Mot Preschaduled Visk Complatsd but Not Pre-scheduled bafors

Visit Datail This raport includas the four obsarvation qusstions

25 Recipients
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3. Click the name of the report you want to generate.
4. When the report displays, you will see filters on the left side of the page.

You may need to scroll down to see all filters.
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Reports > Time Log

Export v Zoomin & Zoom out @

Start Date

TELLUS DEMO ACCOUNT
2020-05-06
Time Log
e Time Log: May 6, 2020 - May 6, 2020
2020-05-06 Caregiver Recipient Name Payer ID End start End
. = Code Time Time Hours Time Time
Recipient 05/06/2020 9:05:40 05/06/2020 9:35:40 05/06/2020 9:05:40 05/06/2020 10:35:
Dale Garr Jimmy Mariey AETH Tiots 050
Available: 2 Selected: 0 il AM il AN
051062020 10-15. | 0510872020 10:45 051062020 10:1549 | 051062020 10:45
- Dale Garr John Ghung AETH se1227T 050
Search list... 49 AM 49 AM AN 49 AM
|Grand Totals: 100

Jimmy Marley

John Chung

v Al X None R Invert

Caregiver

Available: 1 Selected: 0

Search list... Q

Dale Carr

© Copyright 2017 - 2020 Tellus LLC
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5. Make your entries and selections for any or all of the available filters.

— For some reports, like the
Time Log Report shown,
you may be able to enter a
range, such as dates, for the
data you want to see. Use
the dropdown calendar for
the Start Date and End
Date to choose the date
range you want to see
payroll for.

— Filters like Recipient that
have tabs titled Available
and Selected allow you to
choose from a list. You can:

o Check All at the bottom
of the list to see all data
elements that appear on
the Available tab. When
you do, all elements will
appear on the Selected
tab and the number on
the Selected tab will be
updated.

o Click individual elements
on the Available tab if
you only want to see a
few data elements on
the report. Your
selections will appear on
the Selected tab and the
number on that tab will
change to the number of
data elements you
selected.

o Remove any individual
element you selected on

Reports > Time Log

Start Date

2020-01-01

End Date

2020-05-27

Recipient

Available: 44 Selected: 4

Search list... Q

Aaron Becker -
Mary Doe
fermando durand

Bradley Marte

Jimmy Marley
Bob Hammond
Mikita Buslov

Chris Fernican

Beres Brown

Fred Flintstone -
 All » MNone FE| Invert
Caregiver
Available: 39 Selected: 0
Search list... Q
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9 Mobile Caregiver+

either the Available or Selected tab. Click the “x” to the left of the data
element you do not want included on the report.

o Remove all data elements you selected by clicking None on the Available tab;
the Selected tab will be updated accordingly.

6. After making all your entries and selections, click Apply.
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7. Use the buttons listed below to view the contents of the report. Zoom options
appear at the top of the page; paging options appear at the bottom of the page. You
may need to scroll down to see them. You can also export the report.

Button Description

Zoom in to enlarge report.
Zoom in @
Zoom out to reduce size of report.
Zoom out @
See the number of the page displayed as well as the total
Page 2 of 36 number of pages in the report.
Return to the first page of the report.
I<
Move back one page.
<
Move forward one page.
>
Move to last page of the report.
>

Related Topic

e Exporting a Report
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You are here: Mobile Caregiver+ Claims > Reporting > Exporting a Report

Note: You must be assigned the User Role “Admin” in order to see the Reports option.

To export one of the standardized reports:
1. Expand the Main Menu. (See Viewing the Main Menu for more information).

2. Click Reports.

3. Click the name of the report you want to generate.
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B schedule
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Engish  LoawoodAgency v Bl Provider v € Brad Phlips
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4. Use the filters to select the data you want included on your report and then click

Apply.
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Reports > Payroll report

Export v Zoom in Zoom out@
Start Date
2019-09-18 TELLUS DEMO ACCOUNT
Payroll Report
End Date Payroll Period: September 18, 2019 - September 18, 20
2015-09-18 Procedure | Scheduled Start | Scheduled End | Scheduled Actual Start Actual End
Caregiver Name Recipient Name
Code Time Time Hours Time Time
Recipient T mrrm——
Available: 4 Selected: 0 5555555555
18282704609
searcn list.. Q cameron salazar@tellus com
Maria, Marte Trote 09/1820192:45:33 | 0918/2019 4:45:33 500 | 1518201925048 0911872019 256.27
Bob Hammond DOB 02/05/1934 PM PM PM PM
f;
ernando durand 3 200
John Chung
Dale, Carr
Peter CIiff
O select..|O Desele.. O Invert LA
dale carr@4tellus.com
Bob, Hammond . 09/1820192:4505 | 09118/2018 3:00:05 13| BB 1507 091372019 15219
DOB: 017231961 PM PM PM PM
Caregiver
2 John, Chung 08/18/2019 11:00. 09/18/2018 11:30 0911872018 1:20.59 09/18:2015 12358
Avallable: 2 Selected: 0 BOB 0101156 s5130 saAM 54M 050 oy "
Search list.. Q Peter, Clit . 09/1820192:0526 | 09118/2018 2:35:26 150 | PENIBR019 14627 09/1872019 1:48.59
DOB: 017231861 PM PM PM PM
TR John, Chung s 09/18/2019 11:00 09/18/2019 11:30 Ly | CE1B201912058 09182019 12358
DOB: 01/01/1967 54AM 54AM PM 20 M

© Copyright 2017 - 2019 Tellus LLC

Click the Export dropdown and select the format for your report.

= TELLUS English (@) TELLUSDEMO [l Provider v (@) Vicki Rouse v
88 Dashboard Reports > Time Log
() Schedule
PDF
= Visits Start Date
- TELLUS DEMO ACCOUNT
. o Excel (Paginated) Time
Work List ad naka Time Log: May 7, 2020 - May 7, 2020
. . 2020-05-07 XLSX (Paginated) Procedurs | Scheduled Start | Scheduled End | Scheculed | Actual Start Actual End
@ Claim Review Gode Time Time Hours. Time. Time
Reciplent . . s0r200 1220 | 08072020 1250 e 08072020 122021 | 0SATR0R0 1250
(5  Prior Authorizations Available: 3 Selacted: 0 B B L] EIL]
I o e . woinon a2 | eswraemazsa | osuIaNN 1382 | oS0 22822
PR Search ... Q Gonrado Caoucia B Ba & 55130 e o 1m0 - -
eports os0r200 80812 | 08072020 88012 8020 TN | 08072020830 12
F— e o Anion Bachar e 55130 - - ars - -
Users Chis Barker e .
Pater Parker
&2 Recipients vAl | xMene | B inven
B Provider
Caregiver
£ Settings Available: 2 selected: 0
Search list Q
[ Training
D3le Carr
) Logout Conrado Caducie
v Al X Mone B invent

® Copyright 2017 - 2020 Tellus LLC

When the report is downloaded, it will appear at the bottom left of your screen.
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=Engish  @TELLUS-DEMO  HEll| Provider v (@ Vicki Rouse v

Start Date
2015-01-01

£nd Date

2015-06-30
Recipient
Available: 30 Selected: 30
Search list... Q
Connie Recipient -

Pedro Gonzalez
oo oo ——————— 8

T Select .. O Desele 0 Tnvert
Caregiver
Avallable: 36 Selected: 0

Q

Export v Zoom in@, Zoom out@

TELLUS DEMO ACCOUNT
Payroll Report
Payroll Period: January 1, 2019 - June 30, 2019

i o Procedure Start End Actual Start Actual End
Caregiver Name | Recipient Name ‘ | Time | Time | Hours. Time Time
AUGUSTO, SANDINO
null
13053022003
‘augusto sandino@4tellus com

Connie, Recipient 041032019 5:15:06 04032019 8:15.06 041032019 5:15.06 04/032019 10-15:
DO8: 121052018 5912 PM M 3w P 06 PM
Caennie, Recipient 021 02132019 3.30:02 0211372019 4:30:02 100 021132019 4.35.02 02132019 4.35.45
DO8: 121052018 P M P M
Conris, Racipisnt 0423001960034 | 04232018 10:00 TN TRY | 04232019 736504
DO8: 121052018 se1z PM PM 0 PM PM
Cannie, Recipient T30 02/062019 1-00:23 020672019 5:00:23 40 020672015 10023 02/06/2019 50023
008 12052018 M P P P
Pam, McHomer s5150 021202019 250:52 0272012019 5:50:52 a0 027202019 250:52 027202019 5:50 52
DOB: 05021930 PM PM PW PM
Cannie, Recipiant - 03122019 4:30:51 03122019 7:30:51 100 0312019 7:34:02 03122019 7-41°39
DOB: 121052018 PM PM PW PM
® Copyright 2017 - 2019 Tellus LLC
Show all

7. Click the download indicator to open the report.

Related Topic

Generating a Report
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